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: N AN RESOURCES
APPLICATION FOR RECORDS RETENTION SCHEDULE mﬁﬁL‘TCZES‘;'}.LT,‘.N,TS‘T’:}‘#UE SERVISES
e e g e - RECORDS MANAGEMENT UNIT

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334, Phone - {404) 8564976  GIST: 221-4983

e o e s

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES T T ARCHIVES AND HISTORY |

Application Date | Office of Pinmancial Services . Application Number T
blic Assistance Unit - -—
8/24/82 Pub - 75-270-H&
. 2L ] 47 Trinity Ave. S.W, - Room 503-§ pa e e B
Appllcatlon Number Date Received Date Completed
Atlanta, Ga. 30334 0CT 2% ’982
846t ... _AUG 371982 | = ¥ e
2 Person to ContaCt Worklng Title Telephone  Number
MNancy Howelt! =~~~ Supervisor _ = 656-4373 |
3. Action Requested _ o ) N
a, [JEstablish Retontion Schedule; record will continue to accumulate. '
b. [J Dispose of presant accumulation; no further accumulation anticipated. Change Retention Period
c. X1Amend Application No, _ 75-270 Check One: X1 Change: [ Suparceds; [ Void
4, Deates of Serlas B. Records Scrles Tlﬂe ffolfawd by mlc und in offica; if dlfferom)
Earfiest Letast Public Ass {stance check/l-uyktic Ink character-Read
, o1 (MICR) Numbet Listing Files )
6. Division'snd Office Function - E - ° What i the finction ofthe'Dw[aioi\ aRd the OFtice in whidh this record serias i craated? == 17+~ =
~ . L83nRRTERS
e
7. Records Series Description This fila contains the following doci.‘grnents {include form numbers and titles, if sny): Attach samples s of the file. |

Documénts relating to:

Included are:
File is arranged:
S — S __
8. Monthly Reference Rate How often are records referred to which are:
One to six months old ;  Seven to twelve months uid ;  Thirteen to twenty-four months old -
twenty-five monthsandolder ... . 7 ‘

9. Annual Rate of Accumulsation or Records

.

-Llr-tter-clza drawers .. . _: Laga!-siin drawers —_— Shelves . ; Other {Specify) —
e S~ — — : S
For 4bgh ™ (7.76) ~ . = {over)
-




YES | NO [ 10. Questionnaire  (Place an X" in the propar column)

a. Is this the official copy of the series?
If not, whara is it?

b. Doet the series contain confidential information requiring security handling? If yes, cite law or regulation.

c. Is this a vital record? . .
d Does thls serias have hmoncal or Iong term research value?

e, When one or two documents in the file make it necessary to keep tha entire fnle for a long penod muld these documents

be stheduted separately? R L Y AR A
f. is the information contained in this nries avar publishad? If yes, attach copy. - o - e ?
g. Isthe information contsined in this sefies ever analyzed and/for r-cord93 In & summarizéd 1 report? T
e vaes.attachcopy YL e
h. Is there a duplication of this series in your office, or in another office or agency? RN P
If yes, whare?
el 1. lgthis series for a major portion of it} rngulurly mlcrofllmed? T ) __
1. Does tha racord series result in a computer prmtout? o o PR T
11. Rstantion Requirements The following requires the series to be kept: )
PeltweT o tmanef oy 20D :
a. State Law ysars. R d. Auditperiod - .. —_———._Vears,
b. Statute of limitation V| yaers, h e. Administrative need S yeats.
¢c. Federaf law —_—— e YO&ls. f. Federal retention instructions years,
| ' herfomaangoyrdy 40 T ‘\":““'""':‘)”‘ i) Aﬁ;:.i;el-:r;&, e MR

Attach copy or excerpt of laws or regulstions. Explain admlmstratlva nae,d. AEAmET et fanT)

Administratively, these files are necesaary to document payments made for publlc
assistance.

12, Approved Dispasition instructions This agency recommonds that the file series be cut off at the end of eachf '
O calendar Year; [ Fiscat Year; []Other - then,

X Hotd in the current files area monthis) 2 —— year(s}; then
O Transfer to local holding area; hold ysar(s); then

Transfer to State Records Center; hotd _3_,* year{s); then

ﬂ Destroy

[ Transfer to State Archives for permanant reténtion,

[ other (Specify)

These instructions apply to all prior and future accumulations of the series.
I

Agency HeadIDes;gnee {Signatura) 1 Date o Record nage ‘ger (S{gnatufé} - ., . Date
77@M & Phpete %4/&% , /Mv 7/ 2 _z/fg
State Records Comrmittag (Signatum}ﬂ . Date

Recommendations in paragraph < ‘ _ j
12 are approved. State Auditor/Designes /T

(i disapproved, attach letter

of explanation.) Secratary of State/Deulgnes Le - ? -?-JL—*
Attorney General/Designea ‘ . : =

Form 4998 (7-78) (Feverss &1%a)




SIATE - * . . OFPICE OF WEBCARTARY OF STAYR s PAGE
113 App] ication for DIPARTWENT OF ARCALVES » BIBTORY 1
GEORGIA RECORDS DISPOSITION STANDARD RECONDS WABAGEMEINT DIVIBION
- Y - DY
[ 2 I LAY Mg WS TR T O8N Ses separdte inatrecticns for conpletion £ FOR PECHOADL MANAGEWMENT DIVIniaw o0F
10/31/75 H;ron! and reverss of this fora. Sigmn oripinal and tue copie Date Regcolved App.lcaticns Mo late Ungpis'r:?
_-':') Lgerncy appiloer = 8 aat faoruard t, Pepavimsnt o'! Archives and Nistory, Attentinm NDV 1 9 1975 75-1‘70?]3:" 1 6 197:
A_\—'—] Re-rrds magaigement offiser. . —~ L I
LU_:M X Fe v Tele b Aduiabatering - ffire dddress . Persna In voata-t )
Benar*"ent ct }f esources B
Division of Adrm:ustratmn ' : ' X
Public Assistance Control Unit - Nancy Howell ‘
47 Trinity Avenue Room 501-H _wnriing Titie ; LT
Atlanta. Ga 033y : Staff Supervisor B6E6-4L4BD
7.ACTTON REQUESTETj
[;] ESTABLISHE DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATICL; B
BEZCOFD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPﬁTE Nl

9 _Farliest & Latest 9. Exgect Series Title

Dates of Series Public Assistance Check - Magnetic Irk Character-Read (MICR) Number
1974--Present Listing Files

:O'What is the function of the office in which this record series is created?
The Division of Administration is responsible f ¢ providing administrative support to the
Departrent. This includes general acootmtmp services: budget development and management

general support services; data processing and manage.men‘t information systems; patient accounts
services; and personnel services.

Accounting Benefits Payments - respmsible for processing payments for benefits and services --
subsections are Medicaid-Nursing Homes, Medicaid-Other Expenses, Vocational Rehabilitation,
Assistance Payments, and other benefits (Crippled Children, Cancer, Sterilization, Mat-Pak,
Foster Hames, Cuban Refugees, etc.). i

1. This f11e contains the following documents (include form numbers and t1t1es, if any,
and file arrangement). '

Documents relating to namtam:.ng reference hstmg of public assistance check nurbers assigned
by DOAS and corresponding preprinted MICR number.

Included are computer listings identifying the assigned publ:.c assistance check number and
corresponding Magnetic Ink Character Read murber.

Files are arranged by month thereunder by date of issuance.

ATTACH SAMPLES OF‘ THE FILE

il
R EQUIPNEST ATEUPTTL mo. of Bravera fcu. Pe. er Iocorll Bo. of Dravers Cu. Pr. of Recnr3d
N ABRUAL PATE OrF ACCUMULATIORN
Lerter-aize Fijr Drevwers J_ 2
' Ta Offizein] In Ntorage Ares: q
Legsl-misr Fiie Dravers 1 2 Fioor Space Occupied [squere Peer) 7

This iawt Frecodingfa.i bri
Jear’a Teatr e lear'n Tesrsn

AVIRACE DAILY PEFEREWRCES

10 5 1 0

Tora AB.4D.TY




PASE 2

AT T L e e R

{; QUISTION\AIRE Piss 4% 5% 1o the proper celunn 1t anewver tu “YIL." yplease erplsinm
13. Is this the Record Copy of the series?

14, Is there e duplication of this sefies in another office or agency?

15. Is the information contained in this series ever summarlzed or published?
Attach copy of summaery or publicatien.

15, Doe the seriés contain classified informatlon requirlng securlty handling?

17. Dces the series initiate, amend or terminate agency policies and procedures?

18. Could the function be performed if the files were lost or destroyed?

19. Ts the series {or major portion of it) regularly microfilmed? If yes, why?

20. Does the record series provide data as input to an EDP file?

21. Does the record series contain documentation produced as EDP printout’

22. Eas the Federal Government issued 1nstructions governing the retention/dlspo-
sition of these files? ' '

t

25. Will there be a need for these rgcords 10, 15 years from now? If_yes; what?

YES NO
(x] [ ]
[1 (%
[1 (%)
[ 1 [x]
(1 [«
(x1 {1
[} (¥
(1 [
)0
11 ™
1) ™

2k. REQUIREMENTS. The following requires the files to be kept 3  years:

(Cite Law, Statute, or other reason for the rctention requirement)

Reference Experience

a.[]JSTATE ©b.[]STATUTE OF c.[]AUDIT d.[JFEDERAL  e.[¥ADMINISTRATIVE f.[]HISTORICAL
LAW LIMITATION . PERIOD - LAW DECTSION VALUE

of each -[]JCALENDAR.YEAR ~K|FISCAL YEAR ~[ JOTHER

25. AGENCY RECOMMENDATIONS. This'agency'recoﬁmends that the file series be cut off at the end

sthen:

[ ¥ Hold in the current files area ._' _month(s)/ year(s)

[ %] Destroy.

[ ] Transfer to State Archives for permanent retention.
[ ] Destroy immediately after cut-off.
[ ] Other: (Specify) "

*

[ »] Transfer to [X] State Records Center [ ] Local Hold1ng Area; hold year(s):

(Indicate briefly rationale for recommendations above/or write additional remarks):

recorda Management O ficen-CSzgnatureJ Date

RN R 2 7 O T f?b OTHER REQUIRED SIGNATURES

DATE

26. Recommendations Age"cy Head/Designee
in paragraph 25|[X] Approved [ ] Disapproved

oty s

are: tate Auditor/Designee
- A proved Disapproved

STATE RECORDS
COMMITTEE

43:13:35.’
1z -10 7%

2.7




STATE - s ' - OFFICE OF SRCRETARY OF STATE

oF Application for DEPARTMEET OF ARCEIVES & NIATORY PAIGE
s RECORDS DISPOSITION STANDARD  sycomcs sassoperss avrsson _

T
1 aspireation fate ngmggm»s Sae separate inatructions for completion of [ FOR RECORDS MANAGEMENT DIVISION USH

Date Received Application Ko bate Completet

10/31/75 . fronf and reverse of this !br-l. Sign originail and two eopiss
2 _lltnry Applicaticn Ao

nd foruard to Pepariment of Archivea and Kiatory, dttention:

NOV 181975 78-.270 DEC 16 1975

DI‘R—? Recorde MEnagement Gfficsp . - -
AGFR Y, lDivisd. n 1elnn & jdwintatering ffice Addrees Perunn 1o confa-t
J'Beparrt:nent 'of Himan' #esources :

Division of Administration
Public Assistance Control Unit

47 Trinity Avenue, Rocm 501-H
Atlanta, Ga. 3033u

7.ACT10N REQUESTED : -

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PREGENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATEu

Nancy Howell
J¥erhing Title F_ﬁi‘el. LN

Staff Supervisor 656-1485

e ——

B .Earliest & Latest 9. Exact Series Title

Dates of Series Public Assistance Check - Magnetic Tnk Character-Read (MICR) Nurmber
197l+--Pr'esent Listing Files

*What is the function of the offlce in which this record series is created?

The Division of Administration is responmble for prov1d1ng administrative support to the
Department. This includes general accounting services; budget developrent and managerent;
general support services; data processing and mnagemnt information systems; patient accounts
services; and personnel ser'va.ces.

Accounting Benefits Paynents - respangible for pmcessmg payments for benefits and services --
subsections are Medicaid-Nursing Homes, Medicaid-Other Expenses, Vocational Rehabilitation,
Assistance Payments, and other benefits (Cmppled Children, Cancer, Sterilization, Mat-Pak,
Foster Homes, Cuban Refugees, etc.). :

11 . This file contains the following documents (include form numbers and tltles, if any ,
and file arrangement) o . -

Documents relat:mg to ma:m'ta:mmg referenoe llst:mg of public assm‘tance c‘nec-k numbers asmgned
by DOAS and corresponding preprinted MICR number.

Included are computer listings identifying the ass:xgned publlc assistance check number and -
corresponding Magnetic Ink Character Read nurber.

Files are arranged by month thereunder by date of issuance.

ATTACH SAMPLES OF THE FILE

] - RQUIPMERT ACCUHPTIED No. of Drawers Cu. Pv. of Record ' %o0. of Drawvers Cu. Pr. of Reccria

i

- : ARNUAL MATE OF ACCUMULATION
Letter-aize File Dravers

Ny . : ‘ . In Ofriceln) In Storage Aresale}
© Legal-plze Fl)e Dravers 1 o 2 Fivor Spacre Ocrupied [Squsre Feet) 7
j !hl' Last PrecedingfAtl Priar

Tear's Year's Year's Years'

AVERAGE DAILY REFERFRCES

10 5 1 0

Pare  AR-SO.11 . coo




L]

;e A - BAE 2

QbESTIONNAIRE Fisce en "2 1a the proper eelu.';_._mlr ansver s "TZS." piesse faplein = YES ‘N‘Oﬁij
13. Is this the Record Copy of the series? ' [X] x[J]
14, Is there a duplication of this series in another office or agency? T 1 [%]
15. Is the informatlon contained in this series ever summarized or published? [ 7 [%]

Attach copy of summary or publication.

16. Does the seriés contaln classified information'requiring securlty handling? . 'IJj -Ix)
17. Does the series 1nitiate, amend or terminate agency policies and procedures? {_f j.'[x]
18;:Could the functlon be perfonmed if the files were lost or destroyed° ':ﬂ_t;j [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? | [ 1 [
20. Does the record series provide data as input to an EDP file? | 7[.] [ X]
01. Does thé record series contain documentation froduged as'EDP printout? | jj~ [ 1 [x]

22. Has the Federal Government issued instructions governing the retention/d1spo— 11 [x]
sition of these files? ' . Lot T A o "S- .

23. W111 there be a need for these récords 10, 15 years from nov? If yes, what? .- [ 1 [¥%]

2L, REQUIREMENTS The followlng requires the flles to be kept 3 __yesrs:

h !

a.[]STATE ‘b []STATUTE OF c.{JAUDIT 4. []F’EDERAL e MADMINISTRATIVE []HISTORICAL
LAW " . - LIMITATION * - - PERIOD =~ LAW © DECTSION ’ VALUE
(Cite Law, Statute, or other reason for the ritention requirement)

Reference Experience

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[K|FISCAL YEAR -[]OTHER sthen:

[ ¥ Hold in the current files area - _‘month(s)/ year(s)

[ X] Transfer to [>q State Records Center [ ] Local Holdlng Area; hold 2 year(s)
[ %] DPestroy. -

[ ] Transfer to State Archives for permanent retentlon ' -

[ ] ] Destroy immediately after cut-off.

[ ] other: (Specify) ’ - o -

: ! ' : '
(Indicate briefly rationale for recommendations above/or write additional remarks):

]

Records -Management O f%cen~ tune1 Date _ ' ' '
- mw J. Ml Ac/\ﬁw o d/ - l.Q"l‘D OTHER REQUIRED SIGNATURES DATE
26. Recommendations |[Agency Head/Designee '

Approved Disapproved WMCq_ WA ////9/75—

in paragraph 25

.m_‘\\\ RLM vl =gt

‘. 1) "" %/o 44441-&,@ /%ib/ _ {2-10-78
G oy ’
Y oved T | brssspreved) Y T /2107
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